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1. OENERAL
f

a. APPLICABILITY

This Regulation provides for the sdninistration of the Annvel swl Sick
Leave Act of 1951, as mrmuded, in its evplicedility fo fgzucy employees
covered by the provisicus of the Aet, &wi leptrect orpluyses wio ere
subject to the provisions of thie Act by the teriae of lhelr coniracts.

It moy be cpplied in simiristering leave of native and forcign nstional
contract employees et oversess lpsiellsticns 1P desireble, Ricdificatlons
showld be made, however, to reflect the regdversnts of Josal Inw exd
practices. Any such wwdifications wird el expend the leawe henelits herein
must recelve prior approval by the Assistant Direcltor for Perscanel end by

the Comptrcller,

b. LEAVE YEAR

The leave yeﬂr ends with the lest day of the pay period following the last

complete pay period in the celendar year., Ieave in exsess of the maximum

accumuisticns stated in paregrepn 3c wust be used or furfaited by the end

of the leave year,

ce ACCRUED CREDITS AND MINIMM LEAVE CELGE

(1) Both ardual end sick lesve are sccrued at the rotes indicated in
paragrachs 3b and &b, respactively, on e biweckly »uy perlod bscis.
As a general rule, these credits are not reduced if the employee hes
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been sbsent in a nonpay status for a brief period during a given pay
period., However, at any time a full-time employee's absence in &
nonpay status within a leave vear totels 80 hours in one pay period,
his credits for sick leave wi 'be reduced by 4 hours, and his credits
for snnual leave will be reduced 4, 6, ur 8 hours, mccording to his
leave-earning category. No lsave accmc to the credit of an employee
who is in & nonpay status for the entire leave year.

(2) The minimm charge for annual or sick leave is one hour. Additional
leave will be charged in multiples of ome hour,

LEAVE BALANCES

(1) Each employee is responsible for maintaining & personal record of his
leave. The Office of the Comptroller will
furnish leave bquces to employees once & year as a means of verifying
the balsnce showm by this record.

(2) During the interval between such annual reports, questions which
employees may have pertaining to their leave balences must be presented
in the form of a memorandum over the signature of the appropriete
Administrative Officer. Telephone inquiries should be avoided whenever
possible. However, in exceptional cases in which it is believed an
emergency Jjustifies a telephone inquiry dy an Administrative Officer,
the appropriate Payroll Branch of the Fiscal or Finance Division of the
Office of the Comptroller will endeavor to furnish the information
desired.

mmormvmmommmmcms

(1) The Annual and Sick leave Act of 1951, as amended, provides for the
transfer of accrued end accoumulated annval and sick leave vhen an
employee subject to the Act accepts employment in & different Pederal
agency. The Office of Personnel will request the leave record of
Agency appointees who have prior Federal service from the former

employing agency.

(2) Pending receipt of his officiel leave transcript from the former
employing agency, an employee may be granted up to 10 workdays of
annual or sick leave upon his personal certification that the leave
requested is to his credit for transfer to this Agency. This certifica-
tion will state the nane and address of the Federal asgency from which his
leave is to be transferrad and will be attached to the Time and Atten-
dance Report submitted for the employee covering the first pay period
during vhich such leave is used,

EXPENSES OF PERSONAL FATURE NOT REIMBURSABLIE
Expenses of an employee for postage, telephone calls, telegrams or csbles,

incident to his epplylng for leave, reporting his leave taken, inquiring
gbout his leave balances, etc., are of a personsl nature and reimbursement

theredory ?6%8%%2&0%3%-%9&&7‘%1 100130038-6
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UNAUTHORYZED ABSENCE

An employee detained by ceunses beyond his control and unable to report at
the opening hour, should notifly his supervisor as soon as possible on the
first day of absence. Absence from dauty fur any ceuse, without prior
permisgion, muzt be satiafactorily explained; otherwise, it will be charged
as absence without leave and the erployee will be subject to diseciplinary

setion,
TEMPORARY REPLACEMENIS FOR SMPLOYEES ON EXTENDED. TEAVE OF ABSENCE

(1) Temporary "identical additionsl® positions may be authorized by the
Aspistamt Director for Peraonnel or nis designee to perrdt employment
of a replaceneny for an employee granted s leave of gbsence for more
than 60 days.

(2) Request for the egtablishment of a temporary position will be submitted
to the Office of Personnel on Standard Form 52, Request for Personnel
Action, in triplicate, Ttem A, Remarks s will identify the specifie
position and state the name of the regular incumbent and the type and
inclusive dates of the leave period.

(3) Request for action to obtain the temporary replacement either by re-
cruitment or by in-servies sction (e. £+; Resdsignment), will be prepared

and submitted in sccordence wi- tructlons sppliceble to the type of
action invoived AN FHicktle b

AIMI K STRATIVE RESPONST BILITIES
SUPERVISORY OFFTCIALS

The administration of lesve ip esgentlally a svperviscry responsibility.
Aecordingly, the awthority for epprovsl of lsave should bs delegsted to the
lowest supervisory level consistent with the requivements of thig Regulatione

(1) The sssistant Directors of the Office of the Deputy  Director (Intele
ligence), the Chiefs of Administretive Offices of the Office of the
Deputy Director (Administration), the Chiefs of Senmior Staffs and
Arsa Divisionn of the Office of the Deputy Mreétor (Plans), the
Director of Training, the Agssistant Director for Commuinieations, and
the Aszsistant Mrector for Personnel apre responsible for the admirdis-
tretion of leave within their respective Jurtedletions, They, and
thelr subordinate of ficials desipnated in accordance with paragraph
{2) irmediately below, hereinafter will be referred to ag Yapproving
officiala",

{2) The officials listed in paragraph (1) sbove mays in their discretion,
delegate to supervisory personnel under their Jurisdiction, in
headquarters and ir the fiald, the authority to approve periods
of leave covering 30 calendar days or less.

Approved For Release 2002/01/23&%—%2—8471 8A001100130038-6
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(3) Approving officluls ay sprrova lesys requastsd by smployess under their
Jurisdiction exeept es rrinided inm parogremph b belew, In those cuses
requiring fical epprosel by the fandietiat Director oo Persomiel, they

- will reccasend the vretien ©o ba tahun. A

ASSISTANT DIRECTOR FOR FIROOERL

(1) The Assietant Director for Perscrnal is respensible for sssisting
swperviscry of flcials ia sxerclelng their reopiusikilitics by esteblish-
ing stendarda for thair guldoneca.

(2) Be, or his desighes, Will st es the final syoroving euthority for
requests for sdwance sick lesve, mateirmlty lesve in eXcers of 6 months,
snd extensions of legva witiiowt pay beyond 12 months.

COMPTROLLER

The Comptroller is respoasible for sseuring that lscve raperted Les been
properly autborized in sccordene2 with this Repuleticn exd for muintaining
officlal leave records for cach erployee. :

ANNUAL LBAVE
POLICY

(1) Anmual leeve will ba grented to eaployees &t such tires and in such
swouts @8 Joenl work cokditions yereit. To the extont rrmditted by
vork couditione, ewmrviscxs showld plon to allow exch lrdividusl an
extondad period of icave for rest and relexation eech yeer.

(2) Adthough srmuel leave is a right of tize individual in thet its acerval
witain statutory provisions pay not be denisd and in that %he individual
i eatitled to psymskt for spoolfied balancss wiow geperation, 1t is
nevariheless the prevegetive of the Agenoy to ke the £5ral decision
on when lenve iz to te usad. :

(3) Persommel must be glvan en opportunity to take leave which would other-
wigs be forfeitsd, Waila ft is é2ulrckhlo thet such orsxhmisy be.
provided at a time desirad by the 1pdividual comcurnnd, it way he
entobiished by the sppveving of¢iciel if vork coaditicas requirs.
Denial of leave vill ba basad on Pactors wiich ero rzssonable and
equitable and which 4o not discriminate againat individusls.

(4) Bmploymes of the Agency are expected to plan vacations axd lesve periods
vwhen their services can best bz eporsd. When eusrgency condiitions
require saxlmm stienionee, employees may be recuirad o forego scheduled.
leave uniil such time as theixr services mey be spared without undue
detriment to the operations of the Agency.
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ACCRUAL OF ANNUAL LEAVE

(1) Imployees shall be entitled to snmual lesve only asfter having been

(2)

(3)

)

(1)

currently employed for a continvous period of 90 deys under one or wmore
appointments without a break in service. Although a separation of one
or more workdsys constitutes a break in service, leave without pay during
the 90-day quelifying period is not a break in service.

Full-time employees sre entitled to annual leave with pay which ehall
accrue as follows:

(a) BEmployees with less tham 3 years of service: One-half day for each
biweekly pey period.

(b) Pmployees with 3 but less then 15 yesrs of service: Three-fourths
day for each full biweekly pay period, except that the aceruval for
the lmst full biweekly pay period in the calendar year shall be 1f
dﬁ\yﬁh

_ {(c) BEmployees with 15 or more years of service: One day for each full

biweekly pay period.

Part~-time and “when sctually employed" employees for whom there hea been
properly estsblished in sdvance a regular tour of duty of 1 or more days
during each administrative workweek shall earn leave us follows:

(a) Fmployees with less than 3 yesrs of service: Ope hour of annual
leave for each 20 hours in pay status.

(v) Employees with three but less than 15 ;,réars of service: One hour
of snnusl leave for each 13 hours in pey status.

(¢) Employees with 15 or more yeers of service: Ope hour of annual
leave for each 10 hours in pay status.

Any change in the rate of accrual of ennual leave by an emp‘l.byee- shall
take effect as of the bteglnning of the psy period following completi.on
of the required period of service.

ACCUMULATION OF ANNUAL 1EAVE

Moximm Accumulation

Within the limitations stated in (a) and (b) below, en employee may,
during any leave year, accumuloate his unused accrued leave for use in
succeeding years. Kxcept ss provided in parsgraph (2) below, an

employee who has not used annusl leave to his credit in excess of the
maximm indicated by the: beginning of any leave jyear wlll forfeit euch
leave,

(s) Except for those categories of employees serving overseas who are
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specified in parsgraph (b) immedistely below, employees are limited
to an accumilation of 30 days of annuml lesve.

The following categories of emplovoes who are stationed outside the
several Gtates and ihs District of Columbia ere limited to an
asccumulation of 45 deim of annusl) leaves

(1) Persons directly recruited in or transferred from the
United States by the Federal Covernment.

(2) Persons employed locelly but:

(a) Who wers origirslly recrulted from the United States and
have besm in substenblally continuous employment by
other Faderal spgeacies; United Stotes fiims, interests,
or orgrulzationn; internmational orgenizations in which
the United Stetes Govermment participetes, or foreigm
goveroments, and whose corditions of employment provide
for thelr return tranaportation to the United States.

(b) tho were at the time of ewployment termporerily sbsent

fircm the United States for purposss of travel or formal-
stwly, aud meintalved residence in the United States
during such temporary abseace.

(3) Porsors accepting employment who rorpelly are not residents
of the ares contorned erd who are discharged from the
military service of the United Stetes.

(2) Exceptione to Meximwa Accumdation

Accumlated ennvnl lesve to the credit of the enplovee which 1s in excess
of that avtharized by paregreph (1} obove will remain to his credit until
uged in elither of the cages described below,

(2)

()

When the amownt of sesunilated srmual leave to the employee's credit
irmediptely foilowing the Inel complete biweekly poy period in
calerdnr year 1252 (20 Docenber 1952), or the corvespording pay
pericd for an euploves nob pedd on the basis of biweckly pay period
wes in excess of the 30 or 45 days allownbhle under porsgravh (1)
sbove under the provisions of lsw then applicable to the employee;
or :

When an employss who has hmmbligiblﬁ for an acounmlation of LS
duys wndar peragraph {2Hb) ehove bescwes sutbjeet to the 30-day
limitution under peregvaph (1){a) obove.

Howrever, vaen sush en ermlorea eoes more leave then he earns during any
succending leave year, be ey not rogaln as acouwniietsd leeve the hours
used in excegs of thore ceakred. - .
Approved For Release 2002/01/23 : CIA-RDP78-04718A001100130038-6
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d. ADVANCE ANNUAL LEAVE -

(1)

-(2)

(3)

(%)

In an emergency, an employee who has completed 90 deaym of eontinuocus
service umay be grented cdvence amnmunl leave in an spount which will not
exceed that vhich he will heve accrued et the close of the current leave
year. However, if buch leave has not been esrned by the close of the
leave year, the exmloyee will be required to make & refund for the
unearnad leave. :

Annusl: lesve will not. be advanced to an employse holding a limited
appointmsat, or ons explring om s specified date, in excess of the
total anpual leeve that would accrue during the remsining period of
such appointment. An individuel who hes exheusted his annunl leave and
who will require recwring sdvances of sumial leave mey be granted a
-blanket authorization for an edvsnce of the ramainder of the leave which

"will accrue to him Quring the current leave year.,

Applications for sdvance anaual leave will be submitted to the appro-
priate approving official designated in accordance with paregreph 2a
above. Within the limitations stated in (1) end (2) immediately
above respecting the amount of leave which may be advenced, approving
officials will consider such reguests on the same basis as requests
for use of acerusd annunl leave,

If the applieation for advance snnual leeve is epproved, a copy of the
approved request will be forwarded by the fipal approving suthority,
as appropriate, to the Payroll Branch of the eppropriate Division of

the Office of the Comptroller.

e. TERMINAL PAY FOR ACCEUED AWNUAL IEAVE

(1)

(2)

When an employee is separsted from the Fedoral service, a lump-sum
payzent will be mude to liguidate anmual losve to his credit which is
not in excess of 30 days or the nuamher of days carried over to his
credit &t the beginning of the leave year during which he is separated,
vhichever is the grecter. _ .

If an employes who hes received a lump-swm paymant is reemployed in the
Federal or District of Columbie govermment (sxcept in e position exempted
by section 202(b}{1.){B}, {C), or (A) of the Annusl and Sick leave Act

of 1951, &8 ausnied), he must refund to the employing agency en smount
equal to the comnensoation covering the period between the date of re-
exployment and the eupivation of such leave pericd. The leave represent-
ed by such & refund will be eredited to him by the employlng agency as

follows:

(2) If he is reemployed urder the seme lesve systom, leave will be
recredited in an sxmount equal to the smount of leave represented

by the refund.
() If he is reemploysd under s different lesve systenm, leave will be

Approved For Release 2002/01/23 : CtA-RDP78-04718A001100130038-6
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recredited on an adjusted basis in accordance with regulations
of the Civil Service Commission. '

{e) If he is reemployed in s position exempted by section 202(e)(1) of
- the Anmual and Sick Leave Act of 1951, as amended, such leave will
be deemed to have remained to his eredit,

(3) During entrance-on-duiy Processing, the Office of Personnel will
ascertain whether each new employee has received a lump-gum payment for
which a refund may be due. Individuals who mey be required to mske a
refund will be referrsd to the Fiscal or Finance Division of the Office
of the Comptroller, as appropriete, to make necessary srrangements for
paeyment. Whenever poseible, refunds will be made immediately in a
lump sum.

F 4

f« APPLICATION FOH AN'UAL LEAVE

(1) Standard Fom 71, Applieation for Leave, will be used for prior
written requests for anmual leave. This form will not be required
when the employee will be present to initisl his Time and Attendance
Report for the pay period during which the lesve was used prior to
ite submission to the appropriste Payroll Branch. However, process-
ing of the employee's check will be delayed unless his T4me and
Attendance Report has been initisled for each dey of leave involved
or is accompanied by Standard Form 71 unless his super¥isor or the
Time and Attendance clerk certifies to the leave. 1In these cases,
the employee will be required to complete Stendard Form 71 verifying
the leave as reported as soon as pogsgible.

(2) Requests for advance anmual leave will be submitted by memorandum
addressed to the appropriate epproving official designated in sceorde
ance with paragraph 2 above. Advance snrmal lesve will be reported
on Time and Attendance Reports as it is used,

he SICK LEAVE
8a POLICY

Approving officials of the Agency will authorize the usa of gick leave in all
bona fide cases. The accrued ard scoumulated sick leave to the employee's
eredit is available for use in the following circumstancess

(1) When it is established that the employee is incapacitated for the per=
formance of duty becsause of sickness, injury, or pPregnancy and confine=
ment.,

(2) For medical s dental, or optical examination or treatment, when leave is
approved in advence by the supervisor.

(3) When a member of the immediate famlly is afflicted with a contagious
disease and requires care and sttention by the employee. :

(L) When, through exposure to contaglous disease, the presence of the

employee at his post of duty would jeopardize th others
A;‘;}m\%d For Release 2002/01/23 : CIA-RDP7 -04718A0013 1 88?}8833;6 ¢
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be ACCRUAL OF SICK LEAVE

(1) Full-time employees ere entitled to sick leave with pay, which shall
accrue on the basis of one~half day for each full biweekly pay period.

(2) Part-time and "when sctially employed! employees for whom there has heen
properly estsblished in advance a regular tour of duty of 1 or more days
during each administretive workweek, &rs entitled to sick lesve with
pay, which shall accrue on the basis of 1 hour for each 20 houre in a

pay status.

(3) Sick leave may be accumulated without 1imit and availsble for use in
succeeding years.

ce APFROVAL OF SICK LEAVE

Uge of sick leave is subject to the epproval of the approving official
designated in accordance with parsgraph 2a ahove. Absences of three work-
days or less rejuire the porsonel certification of the employee as to his
incapacity for duty. This certificetion is made by the employee's initial-
ing the period of absence on his Time and Attendance Report. Abgences in
excess of thres workdays are requirasd to bs supportsd by medicel cortificate
or other evidence administratively accenvtable, (If the employee was not
attended by & physicisn, a statement by the employee explaining why the
gervices of a physician were not obtained may be accepted in 1lieu of a
medical certificate. When sick leave has been requiested for absence
necessary to obtaln repairs or adjustments of prosthetic sppliances, a
statement from the company making the repairs or adjustments may be accepted
in lieu of a medica) certificate.)

de ADVANCE NOTICE OF SICK LFAVE

Advance written application for sick leave on Standard Form 71, Application
for Leave, is required in all cases in which the absence can be foreseen.

An employee who is absent on account of unforegseen illness should notify his
supervisor as early as precticable on the first day of the absence (generally
within the first two hours of work or as soon thereafter as possible),
Failure to give such notice may result in a charge to anmisl leave or leave
without pay, as the circumstsences may Justify. Approval of the absence should
be given at the time of notification unless there is reason to doubt that

the absence may be a proper charge to sick leave.

e. REPORT TO MERICHL, OFFICE

The following reporting procedrres have been estsblished to carry out the
preventive health propram of the Medical Office:

(1) Upon his return to duty, an employee in the Washington ares who has
teken more than thres conpecutive days of sick leave will report his
absence to the Medical Office by completing Standard Form 71, Application
for Leave. The emplovee's telephone extension and the nature of his

Approved For Release 2002/01/23 : CIA-RD%78-04718A001 100130038-6
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illness will be indicated on the reverse side of the form under
"Remarks" and the form forwerded directly to the Chief Nurse, Medical
Office. (If SP-71 has been used to obtein the medical certificate -
required by paragreph ke, above, en edditicmal eopy will be prepared;
the medical ccrtificats ewd the aigesturs of tho suproviag official.
are mot roguinred eo the siditionsl capy, howover.

| (2) EBEumployees in the Washington area who toke sick leeve for s contagious
disease will report in perzon to the Medical Office, prior to their
retwrn to duty. ‘ .

(3) ‘BEaployees in the Washington area who are returning to duty from sick
leave of three calendar wesks or more will report to the Medical Office

for exminwhionJ .

() Administrative Officers or other personnsl responsible for maintaining
employees' time and attendance resoxrds are expected to remind employees
of these requirsmsnts when they return to duty from e period of sick

leave.

f. ADVANCE SICK LEAVE

(1) In cese of serious dissbllity or ailment, end when reguired by the
exigencies of the situstion, employces may be advanced sick leave not

to exceed 30 days.

(a) Advance sick leave is cherged against sick leave which will be
earned in the future. However, lesa then 8 hours sick leeve will
not be advanced to an employee who hes sufficient annusl leave to
his credit to cover such request.

(b) An individuel who has exhausted his sick leave and vho will require
recurring advonces of sick leave may de grsnted s blenket authori-
zation for an edvence of the rerainder of the leave which will
eccrue to hin during the current lesve year end, if warraanted by
the cireumstancss, up to 30 dsys. : ,

(2) 8ick leave will not be edvanced to an employee holding & Limited appoint-
ment or one explring on e specified dete, in excess of the total sick
leave vhich will accrue during the remsining pericd of such appointment.

(3) When en employee applies for mors sick leave then he has sccumulated or
may properly be advanced, the excess leave will be cherged against
amnual lesve, if available, or to leave without pey if annual leave is
mwnavallable.

(4} An employee separated from the service must refund the smount raid him
for eny unliquidated edvenced eick leave which cannot be coversd by
annual leave to his cradit, except when sepgration is due to:

(2) Death

Approved For Release 2002/01@417@%&%8-0471 8A001100130038-6
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(b) Retirement for i sebility

(e) Inebility to return to duty beceuse of disability, evidence of
which is surported by an acceptable rediesl ceviificate.

(5) Applications for advance oick leave will be submitted to the approving
offielals designated im accordance with paragraph 28 above for review
and recommendations Eech spplication must be nceonpamied by a certie
cate from the ettending phyeiclan as to the nature of the illness and
the estimeted date the employes will be able to return to duty.

(6) Applicstions will be forwarded to the Office of Persommel for approval,
The Assistant Director for Pervsonnsl will obbain the recommendation of
the Chief, Madical Staff, bafore besking Pinal action.

SUBSTITUTION OF SICK ‘FGR ANNUAL IEAVE

When sickness occurs within a period of ammal leave, sick leave may be
granted to cover the perled of illnsss, in which event the deduetion against
annual leave for this period will be converted. Applications for such
substitutlions must be made within two workdays after return to duty and must

be supported by a medical certificste, or other evidence adwinistratively
accephable, _ :

LEAVE IN THE UNITED STATIS FOR EMPTOYFES SERVING TN FORVIGN COUNTRIES
POLICY |

(1) General

Anmel leave snd pesmend of travel expenses of the employee and his
family %o return to his residsnce in the United States or ite Territories
and possessions and ratumn Lo the poed of sasigoeent {or new post if
ressaigred in the interim) wlll be granbsd 4o an employee following
ccrpieblon ef his preporibed tour of duly or as soon as possible thers-
after in sccordance with the individval eligitility criteria set forth
in paragraph (2) belew. Widle he is on such leave, the employee shall
not be available for work or dviies except as folloirs: in the Agency,
for training or renrisutatien for work, or, when avthorigzed, for
military leaves Any time required for euch work, dudy, treining, or
military lesve shell not be counted &3 ammal leava,

(2) Blgibility
The employse must qualify under all the following conditions:

(a) He must have served o minmirmm of two yeers' contimious service
gbrosd. {See paragraph 5% Lelow.)

{b) He must have besn s resident of the United States, its Territories
or possessions, at the time of his employment by the Govermment.

| (e) ¥He maet have to his credit, st the time his travel begins, sufficient

accrued and accumulated amnusl leave to carry him in a pay status for
at least 30 calendar deys.
Approved For Release 2002/01/23 : CIA-RDR78-04718A001100130038-6
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4.

{€) In the event that imzmiiste return to an overscas post upon
, eowpletion of leave in the Usitsd Stotes is nod conteined in the
traval. ordar avthorisiag guch lesve, that M» coinowledge in writing
kie villizzress to moturn to en owsrcess coselgrmmt with this
hgemoy.  (Sos percgroph 32 balew). -

Computation of the reguired two ynevrs' contimoun sexvics odavigd shell begin
when re ezployee oflizlally repovts for @ty e o pirmmart duty steSiom or
vhen axthroriced et en fnteimadiste overcess field steiics vaille enroute to

ur N 8 permenout afziicn. Thio poxiced will mot iralufc time spent in the
Unitsd Btater, 1t Territcries or pooeessione, on spprevad symual or siek
1lsava or leave without pay. Althouth ench loswe toben &293 not comstitute

a breck in "eontimwoug cervice ebroad,® it dous mot cowt £s "service adread”.
Thms, the poricd of "ecotimrous cerviss shrosd” must o eniended beyted the
original o eclendar yaers for o poriod emwl to tis amsust of such legve

When 1t Is pot kmown in edvesce thel the esployse will o irmsdistely return.
ing to en ovaroeas poet wpon complsiion of leave fa L Waited Staten, the
official reapcusibls for syprovies tha loave must be @ufdcd by hiz knowledge
of the cealiticos and of the {pitvidual's villingaess €0 cacept such assign-
ment. There must be a rensoneblo erpectation on ths pert of the Agsncy that
the employee vill refurn to en oversces sssigvment. I come coses, sush &9
those in which the retwrning employcs fe wedioally dizenalified for oversess
service or vien e employee is returadsm for the purpers ol resipning, there
is cbvicusly ro “recsonsdle cxpuutaiicn oa the part of thas Agancy” that he
will return to an overnsan soosimvesnd. Avprovisg offMolinls who decive
sssistance in woling this dsiemuizatiom ip ivdividuel caces vy obtain the
edvice of ths Aosiswnt Dirsator fur Perscmmcl or big dopipnse.

PAYMERT OF IRAVIL ZFIEZS

Requirersats sxd procsliros comerning the payseat of trvvel erpences are
coatelned in Ageusy treval msalmwm':; giad in 25X1A
Processiaz Gaids.

EXEPTION CF EXTS3/RY TRAYEL 7130

(1) Exeent as provided in peragrash (2) twsedietely talce, the pericd of
leare grentsd shnll bae exalusizo of the tims ectuniily end necesoarily
occoupded o avniting trercportetion and in going %o end from rosideace
in the United 8tatss, its Teyrlicries ar’possesaions,

12
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(2) Anmal or afek laave cz lzave withont pay granted unfer thw eircumstances
sst forth 40 prvasrank Sb ckore okall be azlmlateld from ke tine of
deperture fran thy arsigred post of Guly end will iuelnds sll the
elapsed uoap) workivg time wmay from the poat. .

6. MATIEITY IZAVE

a. POLICY

When an individugl cxploycd withomt timp liadtation bocomszs imcspreitated for
perforzzuce of har dubties teccurs of pregnavey ood emiinzened, she may be
grantsd mntornity lasve, sorielly sot v exceaz of gix romide, wiich may
includs acovmmln’ed sick avd cemisl loeve and lmave withcad poy. Yhon the
exployes deos unt i{ztacd %6 veburm, ehe munt rasign WS nny U2 permittad to
use aceruold sisk locve to her credit prior to ths effectivo date of resigma-
tion.

b. APPLICATION PP MAERIITT IZAVR

(1) AypMeation for motsvaity lezve will bo made by pexranhbm oigped by .
e employee axd coccuponlad by o sttt fyom thoe sttoniing phyosicisn
eortifying 8 to hor moapueay af Iesnpooity for perfosiezse of hor
dutien. hia reguast muod olete the erployec's iatomiion of retmudng

to duty et the expiretion of the laeve porici. IP 60 o more days of
- lenve without pey s resuired, the reguest shkowld to cubmilted in
ezoordanse withk peragraph 104 of this Regpiation.

6. APPROVAL CF MATERTITY L2/VE |
(1) Whem Requeat Pozo Bot neced Six Nonths

When the regueelol paricd €oas not exeveed six monthe, epplicstion for
mstoralty leave will bs sulaltizf to the spproving offisdcl denigrated
in eceordance with ravogreph 22 shove for approval. EBtonderd Fomm 52,
Requeats for Pevascunel fotica, will de prepored to shor e syprorel

of the eppropriate offieisl. Ome eoyy of esch spovraved reagisst will
b forvzxdel to thy Of0ice of Poraceael end two eopise o the Peroll
Pracels of tho appropriets Blvision of the 0ffice of {he Corptreller. -

(2) Whon Rogsect Bscesds Stz Fonths

Approvel. of cdditionsl muterndsy leave moy be grantod by the
Aosistant Direator £or Porascezol o his designes upon ?ngeasm of
vritten edvies fron the stéending phyetelen curtifyicg cs to the
medical necossity for (e lesre svd the reecwwesictica of the
ayproving offiefal Gzoipreled ir eancrdoxan withs peoegeph 22 sbove.
If the roquested pericd camposds six meaths, Staalord Form 52, Raquest

Approved For Release 2002/01/23 : CIWDP78-04718A001 100130038-6
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for Personnel Action, will be prepared to show the reccemendation of
the eppropriate approving official. Three copies of the form will e
forwarded to the Office of Personnel. If the request is approved, two
copies of the form will be forwarded to the Payroll Branch of the
sppropriate Division of the Office of the Corptroller bty the Office of
Personnel. ,

FINAL CLEARANCE

Upon receipt of Standard Form 52 , the Office of Personnel will interview the
employee concerned., Che will be required to obtain clearance on Form
No. 34-30, Final Payment Clearance Sheet.

MILITARY LEAVE

>
Military leave for training purposes only, not to exceed 15 calendar days in
any one calendar year, may be grented with pey without charge to anhual
lesve to members of reserve components of the armed services of the United
States. Seturdeys and Sundays will be included in the 15-calendar-day leave
period only when such leave includes the preceding Fridsy and the following

Mondsay.

Tn eddition to the leave provided in peragraph a above, mewmbers of the
Nationsl Guard of the District of Columbia will be granted leave with pay
when ordered by competent euthority to report for psrasde or encempment duty.

Application will be made on Standard Form 71, Application for Leeve, specify-
ing military training leave unler "Other”, and submitted in duplicate to the
approving officiel. Upon approvel, one copy of the SF-T1 will be retained
by the approving official mnd one copy will be filed with the Time and
Attendance Report at the time the absence is first reported. A third copy
of the SF-71, from which security end organizetional information must be
deleted, may be completed for the military wnit 1f required. Immedintely
prior to his departure for militery leeve, the employee will leave with his
supervisor two certified coples of the military orders, one of vhich will be
attached to the Time snd Attendance Report for the pericd which first
includes any part or all of the military leave. The second copy will be
forwerded to the Office of Persornel for ipelusion in the personnel folder.

(see paragreph 2f of
COURT LEAVE

BEmployees are expected to perform jury service whenever possible without
serious interference with Agency operations. An officlal Agency request
for an excuse from duty will be made only on the besis of unusual pressure
of work, security of operations, or other adequate official reasons. Ex-
cept when based on security considerations, the request will normally be
for & postponement rether than zn excuse from duty. Requests for excuse
from or postponement of Jury duty will be forwarded through an Asslistant

14
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Director of the Office of the Deputy Director (Intelligence), the Chief of

an Administrative Office of the Office of the Deputy Director (Administration),
the Chief of & Senior Staff or Area Division of the Office of the Deputy
Director (Plens), the Director of Training, the Assistant Director for
Personnel or Communications, whichever is concerned, to the General Counsel

for action.

A full-time or "when actuelly employed” employee for whom there has been
properly estsblished in sdvance a regular tour of duty of one or more days
during each administrative workweak, who attends court as s witness on
behalf of the Unites States or the govermment of the District of Columbia,

or for Jjury duty in & State, Distriet of Columbia, or Federal court, is
entitled to his regular pey while absent from duty, end no charge for leave
is made. Evidence of attendance &t court and evidence of receipt or nonre-
ceipt of fees is required. Applications for court leave will be processed in
the same manner as applicetions for aivance annual leave.

An employee may be granted court leave to serve a&s a witness if the value of
his testimony rises from his official capecity. Annuasl leave or IWOP will be -
granted when an employee is ebsent from duty becsuse of private litigation.

Employees who serve as witneeses or jurors and ere granted court or official
leave will surrender to the Fiscal or Finance Divieion » 88 appropriate, Office
of the Comptroller, fees received from courts for days on which the smployee
rormally would have worked. Federal employees called for Jury duty in the
District of Columbia are not paid usual Jjury fees. An enployee who appears

in eny court in any capacity must report to the Director of Security for
briefing on security regulations prior to the date of his sppearance in court.

ABSENCE FOR REGISTRATICN AND VOTING

Insofar as may be practicable without interfering seriousily with production )
employees who desire to vote at communities where they maintein voting
residence, except where voting by absentee ballot is vrermitied, will be
excused for that purpose, without charge to leave, for a reasonable time on
all election days. Further, employees who will be voting in jurisdictions
which require registration in person will be excused for that purpose, withe
out charge to leave, for a reasonsble time during the registraticn periods
specified by the jurisdiction in vhich they will vote. Such authorized
absence should not exceed the time actually required to vote or register,

as the case may be and in no event shall it exceed one workday for each
election or registration period. '

In those cases when an employee requests additional lesve for voting or
registration which will require longer than one day in order to ennble him
to go to his legal residence to vots or register, permission will be granted
vhenever practicable and the period of absence in sxcess of one day will be
charged to anmual leave or, if snnual leave is exhausted s to leave without

pay.
LEAVE WITHOUT PAY

A &or Release 2002/01/23 : CIA-RDP78-04718A001100130038-6
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discretion. An employee cennot demand that he be granted leesve without
pay se a matter of right, except in the case of dissbled veterans, who
are entitled to leave without pay if necessary for medieal treatment,
under Executive Order No. 5396.

(2) Except for the special rules appliceble to maternity leave (paragraph 6},
jesve without pay not exceeding twelve months may be granted by
approving officlals designoted Iin paragravh 2a ebove to personnel
employed without time limitation. Extension of leave without pay beyond
twelve months must be gpproved by the Assistent Director for Personnel.

(See parasgraph 1Cc balow. )

b. GUIDES TO APPROVAL

(1) Requests for brief periods of leave without pay by employees without .
sick or anrual leave, a3 appropriste, to their eredit should be considered
on generally the same basis as reguests for sick or ennusl leave,
Bowaver, conslderation should be given to whether the request is the
result of excessive use of leave.

(2) Bmployees gerving oversees may be granted leave without pay under the
following conditions:

(a) Leave without pey for the personal convenience of the employee may
be grented for an aggregate maximm of 30 workdsys during & two-year
tour. Such leave may be granted even though the employee has annual
jeave to his eredit so that he may accoumtlate snnual leave for use
as provided in peragraph 5 ebove; however, the fact thet en
employee has taken leave without psy for this remson does not affect
the forfeiture of excess leave in sccordance with paragreph 3¢

ahove.,

(b) Leave without pay mey be granted upon requast by the employee
hecanse of illness or injury whether or not he has annunl or sick
jeave to his credit. Such leave without pay does not break the
continuity of his service in qualifying for leave under paragraph
5 above. Lf taken oversees, guch leave without pey does not extend
the employes’s tour of duty; however, the amount of such leave with-
out pay taken in the United States does extend the tour for an
equal period.

(3) Requests for lenger periods of leave without pey should be reviewed to
asgure that the interests of the Agency or the sericus needs qf the
employee are sufficient to Justify the costs and administrative ‘in- =
convenlences which result from retention of an employee in & leave- .
without-pay status. As a basic condition to epprovel, there should be

6
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reasonsble expectation that the employee wil return st the end of the
spproved period, and it should be apparent that at least one of the
following benefits would result: :

(2) The employee will acquire incressed job ability. For example,
when the leeve is requested for educational purposes and the
course of study or research is in line vith a type of work which
the exployee might be expected to p=rform for the Agency. Also,
vhen the request is made to permit temporary employment with non-
Federsl public or private enterprise snd his service will contribute
to the public welfare, or the experience he will gain will serve
the interests of the Agency.

(b) The leave of sbsence is necessary for the protection or improvement
of the empleyee's health. For exasmple, to permit recovery from
ilipess or dissbility which is not of a permanent or disqualifying
nature, vhen continued employment or immediate return to employment
would threaten impairment of the employse's heallh or the health of
other employees. Also, to permit the employee to remain on the
Agency's rolls pending final action on & claim for disability
retirement or a claim under the ¥ederal Employees' Compensation
Act.

{(e) The leave of absence is necessery to retain a desirable employee.

EXTENSION OF LEAVE WITHOUT PAY

Leave without pey will not be authorized initially for eny period in excess
of twelve months. Extension of lesve without pay beyond twelve mcnths wmay
be approved by the Assistant Director for Personnel or his designee. Ex-
tension will ba spproved only vwhon the ipterests of the Ageney will be
furthered or when it is sdizinistratively determined that, beecuse of unusual-
circumstances, the employes would be subjected to undue herdship if the
extension were denied. Applicetion for extension will be forwarded om
Stendard Form 52, Request for Personnel Action, to the Office of Personnel
with the recomuendation of an Assistant Director of the Office of the Deputy
Director (Intelligence), the Chief of an Administrative Office of the Office
of the Deputy Director (Administration), the Chief of a Senior Sieff or Area
Division of the Office of the Deputy Director (Plans), the Directer of
Training, or the Assistant Director for Fersonnel or Communications, which-

ever is concerned. )

PREPARATION OF REQUEST

Standard Form 52, Request for Persomnel Action, will be prepared and forwerded
to the Office of Personnel in accordence with to

report spproval of leave without pay for pericds evar 30 ecalendar days to .
12 months. Standard Form 50, Notificaticn of Personnel Action (or Stamm .
Form 52, Request for Personrel Actiom, in lieu theveof) will be issued by -the -
Office of Personnel when leave without pay, or an extension or renewal thereof,

is approved for 30 calendar doys or swore.
Approved For Release 2002/01/23 :'Clﬁc-ﬁDP78-04718A001100130038-6
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e. FINAL CIEARANCE FOR EXTENDED IEAVE OF ABSENCE

Employees who are granted an extended period of leave without pay (60 days

or more) will, prior to the beginning of such leave, execute Form No. 34-30, '

Finel Payment Clearsnce Sheet. In sddition, employees will be security

intervieved pursuant to [

f. Employees will advise the Office of Personnel at least 30 days in advance of
their snticipated return to duty in order theot appropriate security approval
may be obtalned. ‘

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

x

DISTRTBUTION: AB
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